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Employee Information (non AHS employee)- This is a screen shot of the first form that gets completed to identify what type of request is being made and 

whom the request pertains to. The fields are blank and the requestor adds the employee information.    Then click on the Save button and the Actions appear on 

the left side of the screen for the requestor to then choose which accounts are for the employee/user.   Depending on which *Domain is chosen will determine 

which Action accounts will appear (non-AHS account actions are shown below).  See User Account Requestor Guide for more in-depth information at 

http://dii.vermont.gov/support/service_desk/Landesk_main/Landesk .  The following Pages are alphabetical snapshots of the Action forms that open up when 

selecting that particular action account (non-AHS domain). 

  

http://dii.vermont.gov/support/service_desk/Landesk_main/Landesk
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ACD Phone account form- Automatic Call Distribution (ACD) is a system that can recognize, answer and distribute incoming telephone calls. When the 

ACD system receives an incoming call it will look for specific instructions as to how the call is to be handled.  This form is applicable for requesting a new user be 

added to the system, deleting a user from the system or making changes to an existing users account. 
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Active Directory account form - Active Directory (AD Account) is the manner to service ALL who login to a computer or application upon accessing the 

State’s network.  It supports some of our shared enterprise systems for State employees (i.e., Windows database, Email, SharePoint). This is the account form 

where you indicate the new or existing employee’s need for Shared Network Folders and/or Security Group memberships by typing the name of folder or group 

in the text fields.  If the employee is terminating, you choose this form to have them removed from the State’s computer network.     Does user require Citrix 

access and if so which applications should be available.  This Citrix access is a billed service so business approval should be sought before requesting.  
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Email account form - This service is accessible via the Microsoft Outlook application available on user’s desktops, mobile computer devices, and the 

Internet through Outlook Web Access (OWA): https://webmail.state.vt.us/.  Most State employees, including temps/contractors/vendors, get assigned an email 

account.  This form is applicable for requests to new or existing employees for email and Outlook Public Folders and Outlook Distributions lists for addition or 

removal.  This form is also used to indicate if mobile device access is needed. 

 

  

https://webmail.state.vt.us/
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LANDesk Account form – If an employee needs to become an authorized LANDesk requestor/approver/analyst, then complete this account request form 

and explain why they need to have LANDesk rights. 
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Mainframe account form:    
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VPN Account form -  
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AHS Employee Information - This is a screen shot of the first form that gets completed to identify what type of request is being made and to whom the 

request pertains to. The fields are blank and the requestor adds the employee information.  Then click on the Save button and the Actions appear on the left side 

of the screen for the requestor to then choose which accounts are needed for the employee/user.   These are the AHS Domain accounts that available to choose. 

See User Account Requestor Guide for more in-depth information at http://dii.vermont.gov/sites/dii/files/PDF/Support/User-Account-Request-Guide.pdf .  The 

following Pages are alphabetical snapshots of the Action forms that open up when selecting that particular action account. 

 

  

http://dii.vermont.gov/sites/dii/files/PDF/Support/User-Account-Request-Guide.pdf
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AHS ACCESS account Form – This is a computer software system used by DCF and DVHA to track program eligibility information.  On this form, you can 

request a new access account, terminate the account, or ask for changes to the account for the “employee”.  The Comments box at the bottom of the form is a 

free text box where you can verbalize changes to the account that don’t have specific fields above such as requests for “notices” and other access related 

information. 
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ACD Phone account form- Automatic Call Distribution (ACD) is a system that can recognize, answer and distribute incoming telephone calls. When the 

ACD system receives an incoming call it will look for specific instructions as to how the call is to be handled.  AHS has numerous call centers, and this form is 

applicable for requesting a new user be added to the system, deleting a user from the system or making changes to an existing users account. 
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Active Directory account form - Active Directory (AD Account) is the manner to service ALL who login to a computer or application upon accessing the 

State’s network.  It supports some of our shared enterprise systems for State employees (i.e., Windows database, Email, SharePoint). This is the account form 

where you indicate the new or existing employee’s need for Shared Network Folders and/or Security Group memberships by typing the name of folder or group 

in the text fields.  If the employee is terminating, you choose this form to have them removed from the State’s computer network.  

 



 

15 | P a g e     U p d a t e d :  0 8 / 3 / 2 0 1 5  
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AFG account form (Automatic Forms Generation) – This account is used by AHS OCS departments to automatically print various letters and documents in 

an overnight batch process and certain day processes.  This form is used to add, remove or change the account of a user.  The employee information page 

indicates what type of request is being made (new hire, termination, or change) that will affect how the completed AFG form is treated by the technicians.  
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Email account form - This service is accessible via the Microsoft Outlook application available on user’s desktops, mobile computer devices, and the 

Internet through Outlook Web Access (OWA): https://webmail.state.vt.us/.  Most State employees, including temps/contractors/vendors, get assigned an email 

account.  This form is applicable for requests to new or existing employees for email and Outlook Public Folders and Outlook Distributions lists for addition or 

removal.  This form is also used to indicate if mobile device access is needed. 

 

  

https://webmail.state.vt.us/
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LANDesk Account form – If an employee needs to become an authorized LANDesk requestor/approver/analyst, then complete this account request form 

and explain why they need to have LANDesk rights. 
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Medicaid Analytics form, Medicaid Pharmacy Claims form, MMIS form (Medicaid Management Information System) are all AHS business 

forms that need to be completed if applicable to the employee for a new account, removing account or changes to the account. 
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OnBase account form – This form refers to the Document Imaging by department.  When completing the form, check the pertinent boxes needed for the 

employee’s department and needs.  If there is no specific option below for the required needs, use the Comments box and write in the particulars of what that 

employee needs. Example: ESD – Case Manager rights, Team Lead, BPS, Interviewers… 
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Offender Management System – This is the new Dept. of Corrections system.  If an employee needs to be added/removed from this system, please 

complete this form. 

 

“Other” account form - The OTHER category was created to handle some accounts that might have been missed by the AHS business workflow.  Currently 

this handles the accounts for VDH Starlims & LITSplus and ESD for the EBT program.  This is NOT a catch-all category to be used when other account actions 

should be used instead. 
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PEAKS form (Performance Enhancement and Knowledge System) – If an employee needs access or removal to the reports in PEAKS, complete this form. 
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VHC form (Vermont Health Connect) – If an employee needs access or removal to the VHC Seibel Accounts. 


